Personal Data
Management

Access Instructions and Overview
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Entering USERID &
Password

o If you have a Novell Account — use
your Novell USERID and Password

Your Novell Account USERID &
Password are the one’s you use when
you first log into your computer
If you still have trouble signing on,
please contact

Help Desk x 7100



Entering USERID &
Password

o Your USERID is listed on your paycheck stub. It is the
alpha portion of your Employee ID.

Example: 12345 BARNEYP

o Your Password if a formula that uses your USERID and
other information:

PasswordUSERIDBYSS#i#

USERID: your USERID in all capital letters
BY: the last 2 digits of your Birth Year
SS#i: the last 4 digits of your Social

Security Number

After your first log-in: you will be prompted to create a new
password.

If you have trouble logging in — please contact Personnel
X 6950.
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o Personal Information
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Personal Information

Eﬁ“ Personal Information Sumimanry
Rewview a summary of your personal information.

Eﬁn Email Addresses
Add or update your email addresses.

Eﬁn Name Chandge

Rewview or update vour mame infoarmation .

E" Home and Mailing Address

Rewview: and update yvour home and mailing addresses.

E“ Emergency Contacts
Add or update vour emergency cortact information.

E" Ethnic Groups
Acdd or update ethnic groups, or specify wour primary

ethnic group.

Rewviewe and update your personal information.
E" Phone Numbers

Add or update phone numbers, or specify your primary
phone number.

ﬁ Marital Status
Update wour marital status .
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O Payroll and Compensation
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%E‘j’j Payroll and Compensation

Rewview your pay and compenzsation histary . Update your direct deposit and ather deduction ar contribution infarmation.

Eﬁ“ View Paycheck E Direct Deposit E Compensation Histol
Rewviewy current and prior paychecks. Add ar update your direct deposit information. Review compensation history for base, variable, and stock
options.

E" W-4 Tax Information E W-2 Beissue Request
Review or change vour YW-4 infarmation. Request a reissued Wi-2,




Where Can | Access?

o Any City Network Computer

o Room 1054 in City Hall from 9am-4pm
every Friday in May

o Personnel Services Department

o In the coming weeks, departments will

nave Personal Data Management

stations set up in general access
areas




